U}"“" HR-RM 1 REQUEST FOR RECORDS RETENTI CHEDULE . SCHEDULE

(9-1-83) NO. 15 5
Holl of Records ' ¢ 'be" Submitted_fo “the Records Manugement Division 155
Commission Hall of Records Commission m,“ 1.
1. Requesting Agency . 2. Division or Bureau of Requesting Agency
STATE TOBACCO WARFHOUSE
3. Authorization Requested (Check only one of the squares below).
Dispose of present accumulation. No Establish retention schedule for re- Microfilm:  and desfroy originals,
additional - accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.
to warrant retention. ’ have value to warrant their retention after
’ the period of time indicated.
4 ' 5. Description of Records 6. Recommendation
ltem ~ Describe records accurately. Include title, form number, size of documents, of Hall of Records
No ~ work or activity to which the records relate, inclusive dates, and quantity and Board of Public
: (cublc or linear feet).. Show recommended retentlon period. . . Works.
1. | Accounrrue nmonm S o N @?’M M?
Period cworedl 1951 -- o

Quantitys L cudblc feet

File Arrangementt chronological

Annual Accurmlation: 1 cubic foot

Disposable Amounts 1 cubic feot

Audited by; State - ,
This item includes all standard sccounting forms used by
State agencies. Spscifically, these ares
" Comptroller of the Treasury

Fm No.

Ewled matribuuon of chtrgel
1 B=1 & E-E Transmittal -
" | D=2 Certificate of Deposit
R=2 (formarly MR=2) Monthly Report of State Funds

- Collectsd and Deposited
" Honthly Statement of Balances
‘Distribution of unexpanded snd obligated Balanpes

Purehasing Burean (Dept. of Budget & Procurement)

1ad ‘Requisition for Supplies
Li7=4 Purchase Order
300-15 - Out~of=Schedule Requisition for Supplies

L ——

7. Agency, Division or Bureau Representative

A P qurwf\t

Signature

# —_—— ———— |
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authonzed as Indicated in Col. 6 by Board of
Records Commission. : Public Works.

He/ss | W‘&;_M 97 11 1055 IR e Lnarr]
’ Date : Archivist W\_‘

Secretary




155

Pudget Bureau {Department of Budget & Procurement)

EB~1 (Rev.) Formerly BB-l and BEB-2
Budget Schedule Amendment Sheet
BP Inve RI01 Report of Fixed Assets {armmal)
BP Inve R102 Report of Materials and Supplies {annuzl)

BP Inv, § Materials and Supplies Physical Inventory (anmal)
BB=};0 Retmest for Position Action
Budget Forms
1 thru 11 Budget Bstimates Fiscal Year (13 pages inoluding
Fara Statement)
BP Inve 1 Stores Recard
BP Inv, 2 Equipnment Record
BP Inv. ) Motor Vehiele Record
Eemorandum of Adjustment
Others

Venders Invoices
Bank Deposit Slips
Bank Statements

Bank Deposit Receipts
Cancelled Checks

nmommrmnom RETATR FOR THREE YEARS OR UNTIL AUDIT@,
WHICREVER IS LATER, AND THEN DESTROY

Accmsc EORDSFDR EHICH DISPOSAL HAS BEFN PROVIDED BY A

PAYROLL (Pricr to July 1, 1953) - The agency copy of this payrold
18 to be retained for fivd years or until audited, thiehever

is leter, and then d (Ceneral Schedule !lo. Iten 1=d,
approved by the Board of Public Works, Jamery 11, 195&’

PAYROLL JOURNAL = The agency copy is to be retained for three
¥em'a or until audited, whichever is later, and then destroyed.

eral Schedule No. O~2, Item 1=d, spproved by the Board of
Public Works, Jamuary 11, ’195&). ’ i

"JORM HR-RM 1A Q SCHEDULE
Jo e ‘REQUEST FOR RECORDS RETENTIONPSCHEDULE NoO.
«" Hall of Records (Continuation Sheet) PAGE
Commission NoO. 2’
4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate inclusive dates and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.
39A & 4JOA  Stores Reguisition
CF=2 Copy of Contract Awarded
CF=1 Capital Fund Reguisition for Equipment
100/2% Actual Pmergency and Repairs Repart
27=A Copy of Contract Awarded
CPh=3 Copy of Contract Awarded
Delivery Hotice
26=A Notice of Award of Contract
52 Credit Memorandum
51 Report of Partisl Delivery

BY

APPROVED
BOARD OF PUBLIC

ORES

Becrmry
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* _£DRAM HR-RM 1A

i
PRRTEN2H ‘REQUEST FOR RECORDS RETENTIONP SCHEDULE

7" Hall of Records
- misslon (Continuation Sheet) mfg )
[ ]

4 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records

No work or activity to which the records relate, inclusive dates, and quantity and Board of Public
’ (cubic or linear feet). Show recommended retention period. Works.

SCHEDULE 5
sck 155

PAYROLL EXCEPTIONS, Additions and Exceptions « The agency copy
48 to bo retained for three years or until sudited, whichever
43 later, and then destroyed. (Qcneral Schedule Ko. 2, Item 3=},
approved by the Board of Public Works, January 11, 195L).

PAY VARRARTS « The agency copy 1s to be retained for three
years or until audited, whichever is later, and then destroyed.
(Ceneral Sohedule No. 3, Item 3, approved by the Board of
Publie ¥orks, May 10, 195L).

RECEIVING VARBANTS = The agency copy is to be retained for
three yoars or until audited, whichever 18 later, and then
destroyed. (Cenaral Schedule No, 4, Item 3, approved by the
Board of Public Works, ¥ay 10, 195fl).

TRANSMITTAL FORY E~1 or E~4 (Comptroller of the Treasury Form)
1s to be retained for three years or until sndited, whichever 4s
later, and then destroyed. (General Schedule Wo, 5, Item 3,
approved by the Board of Public Works, May 10, ”Sﬂ)o

Vit VD B
BOARD vk PUORBLIC WOKEKS

Date JAPR 1.1 1955




